
Economist 







— 



Contents 



Intelligent Business Elementary 




'Teams V 

Teams with bright ideas 

Many companies want their emptoyees 
and managers to be good at teamwork. 
Modern technology helps team members 
to communicate everi when they are in 
different countries. Some managers 
encourage teams to meet in unusual 
places to hetp them to be creative. 

Page 17. 




The business of giving 

Why do many rich and famous people 
give money to charity? The world now 
has 691 bittionaires, and many of them 
give money to try to make the world a 
better place. But what lessons can the 
world of charity tearn from the wortd of 
business? Page 51. 



Bookmap 



Review 4 




The world of work 

What char: ?s have happened in the 
workplace • i the tast ten years? In the 
past, man> oeopte expected to work for 
a companv mtit they retired. Today 
most peop. move from job to job. 
Training is mportant because it can 
help emplc ees to get a promotion or 
find a betv job. Page 105. 



Training is mportant because it can 
help emplc ees to get a promotion or 
find a bett job. Page 105. 



Intelligei 

Bus 



7 Unit 1 Contacts 

Working in a foreign 
country 

15 Unit 2 Teams 

Teams with bright ideas 

23 Unit 3 Companies 

Look east 

Review 1 



111 Unit 13 Ideas 

Lorc of the rings 

119 Unit 14 Travel 

More workers take a career 
break 

127 Unit 15 Trends 

The phone of the future 

Review 5 






Learning to write well in a for-? jn language is one of the 
most difficult chaltenges facing the language teamer, This 
pocket-sized style guide witl he p you find the right words, 
use an appropriate styte and wr te effectively. See inside 
the back cover. 



33 Unit 4 Offices 

The paperless office 

41 Unit 5 Events 

The office picnic 

49 Unit 6 Money 

The business of giving 

Review 2 



59 Unit 7 Projects 

Project analysis 

67 Unit 8 Solutions 

Lighting up the world 

75 Unit 9 Products 

Playtime 

Review 3 



137 Pairwork 
150 Glossary 
156 Glossary test 
158 Grammar reference 
163 Audioscripts 



85 Unit 10 Competitors 

The shy architect 

93 Unit 11 Location 

Over there 

101 Unit 12 Careers 

The world of work 



Careers 



Bookmap 




Language 



Vocabulary 



Career skills 



Dilemma & 
Decision 







Contacts 

■ 7 



Teams 



15 



, 



Companies 



123 



Review 1 



131 



Working in a 
foreign country 

9 


to be 

a/an 

11; 12 


Countries and 

nationalities 

Jobs 


Introducing yourself 

13 


Who to 
interview? 

14 


Teams with bright 
ideas 


Present simple 
affirmative 
Frequency 
adverbs 


Departments 


Introducing others 


A new team 
member 


17 


20 




21 


22 


Look east 


Present simple 
negative, 
question and 
short answer 
Articles 


Word families 


Company information 


Which company 
to buy? 


26 


27; 28 




29 


30 



j Language check: to be; ArticLes; Present simple affirmative; Present simpLe negative and question; 
Frequency adverbs 

Vocabulary check; Career skills: Introducing yourself; Introducing others; Company info?mation 





Money 

■ 49 




The paperless 
office 

35 


Prepositions of 
place 

The imperative 

37; 38 


Offices 


Directions 

39 


An office move 

40 


The office picnic 


like and woutd 


Food and drink 


Offers, requests and 


Welcoming 




like 

can 


Describing food 


permission 


visitors 


43 


45; 46 




47 


48 


The business of 
giving 


Countable and 

uncountable 

nouns 

some ; any, how, 
mueh, how many 


Orders 


Ordering goods 


A new supplier 


51 


53 




55 


56 



Language check: The imperative; can; like and would like; Countable and uncountabLe 
Vocabufary check; Career skiUs: Directions; Offers, requests and permission; Ordering goods 





Project analysis 


Past simple 
affirmative 
Prepositions of 
time 

60; 62 


Ordinal numbers 
Preposition + 
noun 


Talking about a project 


What went 
wrong? 

66 


Projects 

■ 59 


63 


65 


Solutions 

■ 67 


Lighting up the 
world 

69 


Past simple 
negative, 
question and 
short answer 

70 


People and 
places 


Explaining a technicat 
problem 

73 


The best 
solution? 

74 


Products 


Playtime 


Adjectives 

Adverbs 


Adjectives 
Size, shape and 
material 


Describing a product 


What can we do 
with the old 
TVs? 


■ 75 


79 


77; 80 




81 


82 




Languaae check: Past simple; Prepositions of time; Adjectives and adverbs 

Vocabufary check; Career skiUs: TaLking about a project; ExpLaining a technicaL probLem; Describing 
a product 






Competitors 

■ 85 



Review 4 





Reading 


Language 


Vocabulary 


Career skills 


Dilemma & 










Derision 



The shy architect 



87 



Present 

continuous 

89 



Word families 
A larket: 
compound 
nouns 



Catching up 



91 



1109 



Language check: Present continuous; Comparatives and superLatives; Present perfect 
Vocabulary check; Career skills: Catching up; Opinions; Interviews 



Win back 
market share 

92 





Over there 


Comparatives 

Superlatives 


Work 


Opinions 


Moving for 
work 


Location 








■ 93 


95 


96; 98 




99 


100 




The world of work 


Present perfect 
for and since 


Work 


Interviews 


A good 
employee 


Careers 








■ 101 


105 


103; 106 




107 


108 




Ideas 

■ lii 




Travel 

■ 119 




Trends 

■ 127 



Review 5 



■ 135 



Lord of the rings 

115 


Modals for 
advice and 
suggestions 
Infinitive +/- to 

113; 116 


Marketing 
make and do 


Discussing ideas 

117 


Expanding the 
business 

118 


More workers 


Present 


Transport 


Making arrangements 


Visitors 


take a career 


continuous for 


Future time 






break 


future 


exprressions 






121 


123 




125 


126 


The phone of the 


will for derisions 


Numbers and 


Talking about trends 


Investing in 


future 


will for 


symbols 




the future 




predictions 








131 


129; 132 




133 


134 



Language check: Modals; Infinitive +/- to; Present continuous for future; will fo decisions and predictions 
Vocabulary check; Career skills: Discussing ideas; Making arrangements; Talking ibout trends 



Pairwork 



! ■ 137 



Glossary 



■ 150 




■ 156 




Grammar 



■ 158 



Audioscripts 



■ 163 




Trends 






The phone of the future 

Can you imagine what phones will Look Like in fifteen 
years' time? In some countries peopLe can already use 
their mobile phone as a credit ard to buy things in 
shops. But in the future, mob'. $ could aLso be used as 
house keys, passports or video ecorders. And they wiLl be 
smatler - some companies are ; anning to make phones 
built into gLasses. But one exp* t thinks that in the 
future we will use our thoughts to communicate with 
each other and we won't neeo nones at alL! Page 131. 



51 














From the authors 



We have taught English in Europe and Asia 

for many years, so we understand that in 

many organisations it is becoming more and 

more necessary to speak English in business 

situations. In today's international workplace, 

it is necessary lo contact colleagues, clients 

and suppliers in difterent countries, and the 

languagc uscd for this communication is 

often English. In addition. a person’s level of 

English can also be an important factor in 

getting a promotion or succeeding in job 

interviews. That is why we are very pleased 

to have had the opportunity to write 

/ntelligent Biisiness in partnership with The 

Economist. The Economist magazine is a 

unique resource of insights into news and 

business throughout the world. Its articles 

and information help the reader to remain up-to-date 

in the rapidly changing world of modern business. 

Key business concepts 

For the elementary Coursebook, we have included 
topics that cover general business areas such as 
making contacts, talking about your company, 
ordering goods and describing products. In addition, 
we have chosen topics which reflect the modern 
working environment such as corporate events, 
projects and working in teams. Other topics that are 
relevant to all areas of life are considered, for 
examplc, travel, money and fmding solutions to 
problems. The articles in each unit have been 
carefully chosen not only for their level of interest, 
but also because they deal with different aspects of 
the modern business world. We aim to provide 
students with a thought-provoking and accessible 
overview of business today, and to give them the 
opportunity to see how essential functional language 
is used in a variety of business situations. 

Language development 

Each unit has a central theme. Exercises and practical 
activities are developed around this to practise key 
grammar, vocabulary and functional language. The 
Career skills pages develop language for 
communication, and also present students with 
usefol practice of situations that they can then use in 
thc workplace. Some units have a Workmg English 
box which introduces or expands a usefol language 
or vocabulary point and explains the business 
context that it can be used in. At the end of each 
unit is a Dilemma - a problem-solving activity which 




consolidates what has been learned in the unit. Each 
unit builds on the language of previous lessons and 
recycles grammar and vocabulary in a natural and 
supportive way, which helps students tc build on 
their language skills and gain confidence. 

The Intelligent Bnsiness elementary Cou 'sebook is 
accompanied by a separate Workbook that provides 
comprehensive self-study language practice and 
includes a BULATS-based practice test. There is also 
the Intelligent Business elementary SkilK Book: a task- 
based intensive course that practises language from 
the Intelligent Business syllabus through authentic 
business tasks. All of the components are covered by 
a single Teachefs Book which includes esson guides, 
supplementary activities and photocopi. ble material. 

People using the Coursebook and the Skills Book can 
visit the www.intelligent-business.org wcbsite which 
contains forther information on the course, 
downloadable resources, teacher suppor and 
premium content from the www.econonist.com 
website. 

The aim of Intelligent Business is to matce a truly 
contemporary world of business accessiMe to learners 
of business English - whatever their lan^uage level or 
business experience. We hope that you will also find 
that it is both enjoyable and usefol. 

We wish you every success in yourjut i^e English- 
speaking working lives! 

Irene Barrall 
Nikolas Barrall 
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Unit 1 
Contacts 



Working in a foreign country 

PAGE9 

to be; a/an 

PAGE 11: 12 
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Dilemma: Who to interview? 
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Keynotes 

In modern business, company employees often have 
business contacts in different countries. When we meet 
someone for the first time, we greet the person. We 
introduce ourselves by saying our first name and surname. 
Sometimes we give the person a business card with details 
about our job title and company. 





Preview Q What information is on most business cards? Label the business 
card with the words in the box. 

qualifications address first name surname 

company name job title 



4 



1 



rst name 2 



3 




FlNANCE 



Ted Shaw, BA 

Accountant 



VJB Pnance - 

23WoodRoad 

Brisiol BS5 21 AJ 
VJnited Kingdom 

Teleohone: 0384 2424825 

tmail: Khaw.VjB@homefile.com 



Q Read about business cards in different countries. Complete the 
information with the countries in the box. 



Switzerland Mexico China 



t he UK 






PMpte „ fcn ^,bu„ne«c i „a S »..h,»ao f a 

meeting in 

ft i: 




and Engh'sh in^ f ° P " m busi 'ness 



cards >'n Soanish 



Titles (for example, Dr, MBA, PhD) are important in 

. Write profcssional titles and qualifications on 

your business card. 



^ anjs ^ 
give your card to w “ir' dia " ,y and ,hen 



Speaking How do people greet business contacts in your country? How do 

people greet business contacts in other countries around the world? 
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Reading Q Read the article and find the following. 

1 Carlos Ghosn’s nationality Brazilian 

2 two companies that he works for 

3 a city in Asia 

4 three European cities 

5 a country in Asia 



Q Read the article again. Are these statements true or false? 

1 Carlos Ghosn is the head of BMW. false 

2 He travels between Asia, Europe and the USA 

3 Some workers travel to different countries to work on projects. 

4 Indian software engineers work on projects in the UK. 

5 It’s difficult to travel between European cities. 

6 It’s interesting to meet people from different countries. 

7 Contacts in different countries are good for bus ness. 

8 It isn’t difficult to know what country to pay tax in. 













The Economist 



Glossary 

head (n) 'he person who manages a 

company 

employee (n) a person who works 
for a company 

IT (n) Inf< rmation Technology 

commute (v) travel to and from 
work 

tax (n) the money that a company 
and employees pay to the 
government 



Business and travel 

Working in a foreign 
country 

’lTiere is a new type of worker in today’s global business 



T oday, more and more people 
travel in their job. Carlos Ghosn 
is a Brazilian businessman and he travels 
to different countries fbr his work. He is 
the head of the French car company 
Renault, and he spends 40 per cent of his 
time in Paris. He is also the head of 
Nissan, and he spends 35 per cent of his 



time in Asia, in Tokyo. He spends 25 per 
cent of his time in other countries, such 
as the USA. 

2 Some employees travel to different 
countries to work on projects. They arc 
in a country until a project ends and 
then they retum home. For example, 
many IT engineers live in India but work 



on projects n the UK and the USA Other 
people live in a country but go to work 
every day in a different country. In 
Europe, workers regularly commute 
between B-ussels, London and Paris. 
Plane ticket- are not expensive and travel 
between t e cities is easy with a 
European passport. 

3 But is tl e increase in business travel 
a good thing? It is interesting for 
employees *o meet diflerent nationalities. 
It is also 4ood for business to have 
contacts in diflerent countries around 
the world. But there are also problems. 
Some emp oyees spend a lot of time 
away from heir home country and it is 
not easy *or governments to decide 
exactly whc e workers should pay tax.B 



— 
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Speaking Do you like the idea of working in different countries as part of your 
job? Wbat countries do you think are interesting to work in? 
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Vocabuiary i Countries and nationalities 



il Compiete the table with a country or nationaiity. 1-5 are firom 
the article on page 9. Use a dictionary to help you with 6-12. 



Country 



■ 1 France 

™ — ■ 

Brazil 






3 

4 

5 

Spain 



nationality 




Country 


nationality 


French 


1 Germany 


7 


2 


m § 


Chinese 


American 


B 9 


Polish 


British 


[ # | Japan 


10 


Indian 


mm ii 


Russian 


6 


Kuwait 


12 



* There are four countries in the UK: England. Scotland. Wales and N rtheni Ireland. 

H Look at the article again and complete the infbrmation about 
continents. What other continents, and people ftom them. can you name? 



rnmmmmmmmmmmmmmm 

Continent 






from this continent 



1 Europe 

2 



Asian 



Working English 



We can talk about nationality in different ways. 


I'mfrom Britain. 


I’m British. 


It's o British company. 


I'm from Asia. 


I'm Asian. 


It's an Asian company. 



Q Choose the correct word in italics. 

1 We’re Britain / British but we live in China / Chinese. 

2 There are a lot of USA/American workers in Hong Kong. 

3 I’m from Poland / Polish and I live in Warsaw. 

4 Three of our employees are in Spain / Spanish on a project. 

5 The head of the company is Rus sia / Rnssian 

6 Is this your first visit to Kuwait / Kwwniti? 

Speaking Q Talk about the nationalities of these companies. Talk about other 
companies that you know. 

Shanghai Tang Michelin General Motors Aeroflot Marks & Spencer 
Banco de Bilbao Sanyo 

Shanghai Tang is a Chinese company. 

H Work with a partner. Take tums to ask and answer questions 
about you and your company or college. Change partners and 
practise again. 

Where are you from? Tm from Germany. 

Where ie your university? It's in Japan. 
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Language check 1 tO be 

Study the examples from the article on page 9 and complcte the 
sentences in the table. 

a Plane tickets are not expensive. 
b He is the head of Renault. 

c lt is not easy to decide exacthj where workers should pay tax. 
d Is the increase in business travel a good thing? 
e They are in a country until a project ends. 




I am (I'm) 


I am not (I'm not) 


Am I? 


Yes I am. / No, I'm not. 


You are (You're) 


You are not (aren't) 


Are you? 


Yes you are. / No, you aren't. 


He/She/It > 
(He's/She's/It's) 


He/She/It 3 (isn't) 


5 he/she/it? 


Yes he/she/it is. / No, 
he she/it isn't. 


We are (We're) 


We 4 faren'tl 


Are we? 


Ye^ we are. / No, we aren't. 


They 2 

(They're) 


They are not (aren't) 


Are they? 


Yes they are. / No, they 
arei't. 



For more information, see page 158. 



Practice Complete the sentences with the correct form of to be. 

1 Are you a student? 

2 Ali a student. He’s an accountant. 

3 Leo and Elena from Russia. 

4 I Chinese. 

5 Mr Amery the head of the company? 

6 We from the USA. We’re British. 

7 Dominique an engineer. 

8 SMGP an Indian bank? 



Listening 1 0 




U John Devlin and Rob Shaw meet at a conference. Complete the 
conversation with the correct form of to be. Use contractions where 
possible. 

John: 1 Are you Rob Shaw? 

Rob: Yes, 1 2 . 

John: Hi. I 3 John Devlin. I’m with Karlsco. 

Rob: Hi, John. 4 Karlsco an American company? 

John: No, it 5 a German company. You > with 

Retcorp, aren’t you? 

Rob: Yes, I 7 . 8 you an engineer? 

John: No, I 9 . I 10 a sales manager. 

H Listen and check. Practise the conversation with a partner. 
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Language check 2 






Vocabulary 2 



Listening 2 © 



Speaking 



a/an 

We often use n / art with singular nouns. Study the examples and 
complete the rules below. 

a I’m an engineer. c Jules is a sales mana^er. 

b It’s an office. d Are you a student? 

1 We use before words that start with a consonant sound (b, c, d, f, 

g, h, j, k, 1, m, n, p, q, r, s, t, v, w, x, y, z). 

2 We use before words that start with a vowcl sound a, e, i, o, u). 

For more information, see page 158. 

Jobs 

Q Do you use a or an with the jobs in the box? Think of more 
jobs. Do you use a or an with them? 

accountant designer architect lawy e r recept: nist 
teacher mechanic salesperson 

0 Complete the sentences with jobs from the box abo\e. Use a/ an 
where necessary. 

1 Laura is a lawyer - she helps people with legal problens. 

2 Marco is - he builds offices. 

3 Stclla is she’s good with cars. 

4 I’m - I work with money. 

5 Gregor and Sam are - thcy give lessons at the college. 

6 Philo is - she’s good at art. 

7 Ronaldo and I work at Walmart - we’re . 

8 Helen is - she welcomes visitors to the company. 

11 Listen to three conversations. Are these statements true or false? 
Conversation I Conversation 3 

1 Petr is an engineer. 5 They’re teacherv 

2 Hiroaki is from Saudi Arabia. 6 They’re from Russia. 

Conversution 2 

3 Francesca isn’t Brazilian. 

4 She’s an cngineer. 

H Correct thc false statements. Listen again and check. 

Q Work with a partner. Ask and answer questions about different 
people. Student A tum to page 137. Student B tum to page 141. 

What’s his/her name? He/She’ 's . . . 

Is he/she from Japan / Japanese? No, he/she isn’t. 

Is he/she a lawyer? Yes, he/she is. 

Q Make true and falsc statements about people in your class. Respond to 
your partner’s statements. 

Wei is from China. Yes, he is. 

He's an engineer. No, he isn’t. He’s an accountantl 



Career skills 





— ^ 


Introducing yourself 




When we meet business contacts for the first time, we u ually give information 
about ourselves, forexample, name, nationality, job titlr and company. We may 
also need to ask people for information about themseUe^. Look at the following 
examples. Match the questions 1-4 with the responses a -d. 


1 What's your name? 


a I'm [an IT manage ]. 


2 Where are you from? 


b I'm [Tom AUen]. 


3 What do you do? 


c I'm [from the UK], I'm [British]. 


4 What company are you with ? 


d I'm [with Alcoa]. 



Listening 3 0 jj Listen to a conversation between Jan and a receptionist. Tick (/) 
the questions 1-4 above that the receptionist asks. 

Q Listen again and complete the form. 




Q Complete the phrases 1-3. Match them with the functions a-c. 

1 Can you s that, please? a check how to write a word 

2 S ? b say information is correct 

3 T right. c ask somcone to repeat 



Listening 4 0 



Q Listen to the conversation. Is this Jan’s first or second meeting 
with Ben? 






Q Listen again and complete the conversation. 

Jan: Hi. 1 Jan Kowalik. 

Ben: Hello. 2 to meet you, Jan. I’m Ben West. 

Jan: What 3 are you with, Ben? 

Ben: I’m with Nerada Electronics. 4 ? 

Jan: I’m 5 Bax Industries. 

Ben: Ah. What do you do? 

Jan: I’m an IT 6 And you? 

Bcn: I’m a finance 7 

Jan: ls Nerada a 8 company? 

Ben: No, it isn’t. It’s 9 



Speaking Work with a partner. Use the information on the business cards to 
introduce yourself to your partner and ask questions. Student A tum 
to page 147. Student B tum to page 149. 
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Dilem 




ecision 



Dilemma: Who to interview? 



Decision: 



I Brief 

You work for B iisiness Focus, an international magazine. Thc magazine 
has an intcrview with a different businessperson every month. There are 
two possible businesspeople to interview for this month’s issue. Your job 
is to choose the best person. 

I Task 1 



0 Listen to Frank Black 
talking about the person he 
chooses to interview. Do 
you agree with his 
decision? 



Work in two groups. Group A turn to pagc 137. Group B turn to page 141. 



Task 2 

Work in small groups (some from Group A, some ffom Group B). Ask 
and answer questions to complete the information about the 
businesspeople. 



Task 3 

Look at the information about 
interviews in the last three 
issucs of B usiness Focus. 
Which businessperson from 
Task 1 is the best person to 
interview for this month’s 
issue? 



Useful phrases 

' 

I think ... is the best persort to interview. 
Issues 1, 2 and 3 have interviews with ... 
I like Amita / Philip because ... 

Amita / Philip is interesting because ... 



Issue 1 

Interview with: 
Bernhard Schmidt 
Nationality: German 
Job: sales manager 
Company: 

Gerdan 

(a German company) 



Issue 2 

Interview with: 

Miles West 
Nationality: American 
Job: CEO 
Company: 

Artemis 

(a British company) 



Issue 3 

Interview with: 

George Blanc 
Nationality: French 
Job: accountant 
Company: 

ERT Media 

(an American company) 




Write it up 

Send an email to Frank Black, the editor of 
Business Focus magazine. Say who you want 
to interview and give some information 
about the person’s job and company. 

Hi Frank 

I think the beet pereon t o interview ie ... 
He/She ie ... 







Unit 2 
Teams 


Teams with bright ideas 

PAGE 17 

Present simple affirmative; 
frequency adverbs 

PAGE 20 

l| a Cilreer slriUs: Ihtfpdtidng others 


— : •' - .. pa 
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A new team member 




Keynotes 

A team is a group of people in, for example, 
business or sport, or at college or work, who work 
together and have a similar aim. A team leader 
usually organises the team members and listens to 
their opinions. It is difficult for teamwork to be 
effective without good communication. 







Preview Q| Look at the information about teams at Toyota. Do vou agree 
with the ideas? 




The Toyota way 

Toyota believes that teamwork is very important. A good team 
member helps and respects other team members. It is good for team 
members to discuss different opinions, and to do this in a polite way. 



i Listening 1 0 




Speaking 



H What other things does a good team member do? 

Listen to Katya and Graham talking about working in a team. 
Choose the correct option a or b to complete the sentences. 

1 I like a small teams b big teams. 

2 It is important for a team to a have team meetings b have a plan. 

3 It’s a good idea to meet a every week b every month. 

4 International teams are a difficult b interesting. 

5 Team mcmbers often have a the same ideas b different ideas. 

6 It’s important to give a advice b your opinion. 

7 I likc a informal teams b formal teams. 

8 A good way to communicate is a by telephone b by emai . 

Q Look again at the statements 1-8 in Listening 1. Make sentences 
that you agree with. 

I think it's important for teame to have a pian. 

Q Compare your ideas with a partner. Try to give reasons for some 
of your ideas. 

I like emall teame becauee it ie eaey to talk to people . 

A qood way to communicate ie by email becauee it'e faet. 



n Talk about teams that you know (at college or work. or in sport). 



Reading Q Rcad the article on the opposite page. Which of these sentences 
summarises the ideas in the article? 

a All managers are good at teamwork. 
b Modern teams are always formal. 
c There is more than one kind of team. 



Q Write the number of the paragraph 1-4 that gives imormation 
about the following. 

interesting places for teams to meet paragraph 

groups of colleagues paragraph 

modern technology paragraph 

people who need to be good team members paragraph 
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n Read the article again. Are these statements true or false? 

1 Modern companies want bosses to organise teams. true 

2 Team members are always from the same country. 

3 Teams are never informal. 

4 Colleagues meet to discuss work. 

5 Some teams meet away from the office. 

6 It isn’t important for tcams to communicate with other departments. 




Teamwork 

Teams with bright ideas 



Better ways of working together 

1 'T'eams are important in modern 

1 business. Many companies want 
all their employees to be good at 
teamwork and they want the CEO, 
directors and managers to be good at 
organising teamwork. 

2 In traditional teams, peoplc usually 
work for the same company. Sometimes 
team members are from the same 
department and sometimes from 
different departmcnts. Today, colleagucs 
often work on international projects, 
and modern technology helps members 



of the team to communicate. People use 
the internet and video conferences to 
talk to each other when they are in 
different countries. 

3 Teams are not always formal. 
Employees often meet with people from 
other departments at work, for example 
over coffee. These groups are not 
organised teams, but they are important. 
They network and talk about work, and 
they help to communicate infbrmation 
between departments. 

4 Some companies have teams that 



meet in unusual places. Companies 
build room for teamwork so that these 
special teans can meet outside their 
normal offke. The rooms look different 
from nomal offices, for example 
painted tn bright colours. Some 
managers r ink this helps teams to be 
creative. It ts also important to have 
regular con-act with other departments 
in the man company - such as design, 
marketing. : roduction and finance. This 
sometimes ^elps the team to decide if an 
idea is gocv or bad. ■ 











The 












Fionomlst 

■ 





Speaking Work in groups. Your company asks you to work in a team. Suggest 
an unusual place to meet. Choose your group's best idea and present 
it to the class. 

Let's mee t in a swimming pooi. We can talk and do sorre exercises! 

Let's meet in a park becau&e it's quiet. 
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Vocabulary 1 




Vocabulary 2 



Match the departments 1-9 with the definitions a-i. 



1 Design 

2 Marketing 

3 IT 

4 Production 

5 Finance 

6 Buying 

7 Sales 

8 Human Resources (HR) 

9 Research and 
Development (R&D) 




makes products 
sells to customers 

buys products or services for the company 
deals with the company’s ao ounts 
hires new employees and orvanises training 
arranges artwork 
g maintains the company’s computer systems 
h invents and develops new p oducts 
i promotes products or services 



Complete the email with departments from exercise 1. 




Q Which words in the box are usually used to describe the 
management in a company? 

directors GE0 employees staff manager 
colleagues boss personnel 

0 Complete the sentences with words from the box. 

1 A QEO makes important decisions and leads the company. 

2 I enjoy my job because I like the people I work with. Thev are great 

3 We are pleased to welcome two new to the board. 

4 She’s a good sales . She’s in charge of sales teams in 

Belgium and France. 

5 The restaurant is open at I2:00pm for lunch. 

6 My is in charge of 14 people. 
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Working English 



Speaking 



Listening 2 © 



Speaking 



We can talk about the time in different ways. 




seven o 
seven 





shes wort 

five 

halfpast five in tne 
five thirty 



In more formal situations, we can also use am and pm to show if a time is in 
the morning or afternoon. 

7am / 5:30pm 

For travel times, we often use the twenty-four-hour cloc- . 



5:30 = 17:30 ( seventeen thirty) 



Q Match the sentences 1-6 with the times a-f. Take tums to say the 
sentences with a partner. 

1 Maria usualiy eats dinner at 9:30pm. 

2 Jack often has brcakfast meetings at 8am. 

3 Kenji has a video conference at 9:30am. 

4 Sergie always has lunch at l:15pm. 

5 Michelle sometimes gets the train home 
from work at 20:00. 

6 Lukas’s plane leaves at 01:15. 

H What time do you have meals in your countty? 

Q Listen to Doug Scott talking about his job. What time does he 
start and finish work? 

Q Listen again. Choose the correct option a-c to complete the 
sentences. 

1 I work at night because I contact colleagues in other a companies 
(B)countries c departments. 

2 When 1 arrive at work, I usually read my a ema ls b mail c information. 

3 It’s 7pm in London, so it’s llam in a Shanghai b LA c Milan. 

4 At a midnight b night c midday, I write a report. 

5 I never go out a before work b at work c after work. 

6 1 have my free time during the a night b day c afternoon. 

What do you think is a good time to start and finish work? When 
do you have free time? Compare your ideas w?th a partner. 

It’s good to start / finish work at ... 

My free time is in the morning / afternoon / evening. 



a nine thirty in the morning 
b ont fifteen in the morning 
c eight in the evening 
d one fifteen in the afternoon 
e nine thirty in the evcning 
f eight o’clock in the morning 
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Language check 1 




Practice 



Language check 2 






Speaking 



Present simple affirmative 

We use the present simple for routines and regular activities, and 
also for permanent and long-term situations. Study theve examples 
and answer the questions below. 

a At midnight, I write a report and send it to the team. 
b We have a video conference every Monday. 

c My company is tn London but I w orh with an intematicnal team. 
d She worhs in Dubai. 
e The team has a meeting every week. 

1 What letter do we add to a present simple verb in the third person 
singular? 

2 What is the third person singular of the verb have? 

For more information, see page 158. 

C-omplete the text with the correct form of the verbs in the box. 
have (x2) start (x2) work (x2) drive (x2) meet 4tve- 

1 1 ,ive in a house with two people, Andrea and Rob. We 

2 for the same company, but in different departments. Andrea 

is a design manager, and Rob 3 in HR. Andrea usually 

4 to work because she 5 her job at 8:00am. Rob and 

I <> work at 930am, so we often travel by train. On Friday, we all 

start at 9:00am and we 7 to the office together. Rob often goes 

out and 8 lunch in a restaurant, but Andrea and usually 

* lunch at our desks because we’re busy. On Thur'day, we 

io colleagues from other departments after work. 



Frequency adverbs 

P We use frequency adverbs (e.g. never) to say how often things 
happen. Study the examples firom the article on page 17 and 
underline the frequency adverbs. 

a Col leagues often work on intemational projects. 
b In traditional teams, people usually workfor the same ccmpany. 
c This sometimes helps the team to decide if an idea is go od or bad. 
d Teams are not always formal. 

Q Complete the rule with b efore and after. 

Adverbs of frequency usually go the verb to be and 

all other main verbs. 

For more information, see page 158. 

Use frequency adverbs to tell your partner how often you do things. 

go to meetings get up early have lunch in a restaurant read a newspaper 
play sport eat dinner in a restaurant be late for appointments 

I sometimes qo to meetinge. I’m never late for appointments. 



Career skills 



When we introduce people, it is helpfut to say a little ab ut what job the person 
does or where they work. Look at these ways of introduc’ig people and giving 
information. 



Introduce people 

a This is [Maria White]. 

Respond 

b Pleased/ Nice to meetyou. 



Give information about people 

c He/She's a [desigr manager]. 
d He/She works at [ ead office]. 
e He/She's with [IBM]. 
f He/She's in charge of [accounts]. 



:: 



Working English 



In formal situations, we use personal titles with people f surnames. 

1 Which of these names does not include a title? Which :wo titles are not 
possible in English? 

1 Dr Jones 2 Tony Jones 3 Miss Smith 4 Mr Dr Jones 

5 Mr Jones 6 Mrs Smith 7 Ms Smith 8 Jones Mr 

2 Match the definitions with the five correct titles abc^e. 
a a woman who is not married 

b a woman who is married 
c a woman who is married or unmarried 
d a man who is married or unmarried 
e a man or a woman who has a PhD or medical degre^ 



Listening 3 0 




Q Listen to a team leader introducing Monica and Anton, two new 
members of a team, to each other. Complete the sentences with the 
correct name - Anton or Monica. 

1 is in charge of marketing. 

2 is with JHT. 

3 is a media consultant. 

CT Listen again. Tick (/) the phrases a-f in Career skills that the 
speakers use. 



D Work in groups of three. Take tums to be the group ieader and 
introduce two new members of the team to each other. Include 
information about what each person does. 



Na me:W^ VaUo6 



Name: CJr\y\<, hfoword 

Company: 

Job title: ccnivlionf 

ln charge of: desjgja on fh projccf 



Q Practise making introductions again, using neal names and 
infbrmation. 



Thia ia Martina. She’e a aaiea manaqer. She’e with IC: 



Thia i e Juan. He'a a atudent. He atudiee Engliah. 
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Dilem 




ecision 



Dilemma: A new team member 



Decision: 



I Brief 

Shawcross Solutions has offices in Australia, Japan and the UK. It 
has an international team to work on a new project. You are in 
charge of choosing one new mcmbcr for the team. 

At the moment the team has: 

• six members from the Australia office 

• one member from the Japan office 

• three members from the UK office. 

The team usually communicates by email and video conference. It 
also meets in Sydney or London four times a year. Team members 
often do extra work in the evenings and at the weekend. 



Task 1 

Work with a partner. Read the information 
about one of the Shawcross Solutions employees 
and make notes. Pair A turn to page 137. Pair B 
turn to pagc 141. Pair C turn to page 145. 



Task 2 

Work in groups of three (one person from each 
of A, B and C). Tell the other members of your 
group about your employee and listen to the 
information about their employee. 




(o) Now listen to Craig Hislop 
talking about the person that 
he thinks should join the 
team. Do you agree with his 
decision? 




Laura is Australian. 5he’s a manager in the finance 
department ... 

I Task 3 

Now discuss the three employees. Choose one 
person to join the team. Try to give reasons for 
your choice. 



Write it up 

Write a memo to Craig Hislop, the international team leader. Tell 
him who you want to join the team. Write some information to 
introduce the employee including the employee’s name, 
department and what international office they work in. Say why 
you think the person is a good choice for the team. 



Useful phrases 









1 



He/She's very busy. 

He/She has good experience. 

We have three team members from the UK. 
I think ... is interesting because ... 

I think the best person is ... because ... 



... is a good person to be in the team. Hel&he is a ... 
He/She works 'm ... 

I think he/she is a good choice for the team because . . . 







=»\\W iliuiiMm 












Unit 3 
Companies 



Look east 

PAGE25 



Present simple negative, question 
and short an.swer; articles 

PAGE 27; 28 



skills: Company information 



Diiemma: Which company to buy? 

PAGE 30 



0 

at work 









Keynotes 

Many companies specialise in one 
sector such as manufacturing (the 
company makes products), retail 
the company sells products to the 
Dublic) or service industries (for 
example, finance, consultants, 
training). When we talk about a 
zompany, we often include 
nformation about what it does, the 
location of the headquarters and 
:ne number of employees. 







Preview Q Label the pictures with the places in the box. 




4 5 



□ Put the places above in the correct group. Add more examples 
for each sector. 




Speaking Talk about the different industries in your town or city 

Our town has a car factory. It has three banks. 

Reading Q Read the article on the opposite page. Which of the following 
best describes the subject of the article? 

a Designer glasses in China 

b The price of Italian sunglasses 

c A company that manufactures and retails glasses 

Q Are these statements true or false? 

1 Luxottica is a Chinese company. false 

2 It doesn’t sell products only in Italy. 

3 Luxottica manufactures most of its glasses in the USA 

4 The company also produces glasses for other companies. 

5 They make more profit ffom manufacturing than retail. 

6 Luxottica doesn’t have any competitors. 

7 The company wants to open shops in China. 

8 Mr Del Vecchio’s children work for the company. 
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n Match thc numbcrs 1-6 with the information they describe a-f. 



70 -x 


a 


the number of shops that the company wants in China 


5% \ 


b 


thc minimum pricc of Luxottica s glasses 


15% 


c 


Mr Del Vecchio’s age 


£50 


d 


group sales from Ray-Ban 


500 


e 


l.uxottica’s manufacturing in its factories in Italy 


85% 


f 


Luxottica’s sales in Italy 










Designer glasses 

Look east 

An Italian success story 



Glossary 

luxury goocis (n) expensive 

products 

competitor (n) a company that 
produces or sells the same things 
profitable ( adj ) a business or 
product that makes money 
challenge (n) something new and 

difficuit to do 

founder (n) the person who starts a 

company 

multinational (adj) a big company 
that has offices, shops or factories 
in several countries 



L uxottica makes sunglasses. It is an 
Italian company and 85% of its 
factories are in Italy. But less than 5% of 
Luxotticas sales are in its home country. 
Most of Luxottica’s shops are in the l JSA. 
The cornpany produces glasses for 
Chanel, Prada, Bulgari and other 
companies selling luxury goods. It also 
owns Ray-Ban sunglasses, and about 15% 
of the groups sales are from Ray-Ban. 

1 T.uxortica’s main competitor is Safilo, 
another Italian glasses manufacturer. The 

, , .... ■ * 



hig difference between Luxottica and 
Safilo is that Safilo has 50 shops and 
Luxottica has nearly 5,500 shops. 

3 Luxottica started as a manufacturing 
company. Today, they make more 
money from retail than from 
manufocturing. They specialise in glasses 
that cost £50 or more. This market is ten 
times more profitable than the market in 
chcap glasses. 

4 Thc company has two big challenges 
in the future. The first challenge is 



— ■■■■■■■■■• 5 — — 



China. At the moment, Luxottica has 250 
shops there. But the company wants to 
double the r umber of shops to 500. The 
second challcnge is the next chairperson. 
The companv’s founder is 70-year-old Mr 
Del Vecchio. At the moment, he is the 
chairperson and he owns 70% of the 
company. It s a family company, but Mr 
Del Vecchio‘s four children don’t work 
fbr Luxottica A new chairperson could 
make changes that turn Luxottica from a 
family company into a multinational. ■ 



Ihc 

Eionomist 





Q What are some of the differences between a family company 
and a multinational? 



Q Do you think it is better to work for a fami!y company or a 
multinational? Which is it better to do business with? 

Q Think of three more luxury-goods companies. What products do 
they make or sell? 
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Vocabulary 



Word families 



Q Complete the table. 



Verb 



Noun (person) 



Noun (thing) 




make 

buiid 

organise 

compete 



manufacturer 

producer 

salesperson / seller 

retailer 

5 

builder 

7 

8 



1 manu'wturing 

product production 
sale 

retail ou' et 
no noun 
6 

organisation 
competit'on 





0 Complete the sentences with the correct word in ito ics. 

1 A multinational company is a large organiser /(prganisari. >n. 

2 Departmcnt stores sale/sell a lot of different products / yroducers. 

3 Swatch is a watch maker/nmke. 

4 Our officc is in a builder / building in Kowloon. 

5 A lot of people in this country work in manufacturing / manufacturer. 

6 Many retaiLs / retailers buy direct from the factory. 

7 Who is your main compete / competitor in the computer market? 

H Complete the tcxt with the correct form of a word from the table 
above. There may bc more than one possible answer. 

Mahindra and Mahindra (M&M) is a big tractor ' manufacu. sr j n mdia. It 

2 more than 68.000 tractors in its factories every \ ear. Its main 

3 is a company called TAFE, which produces 48,0» )0 tractors. The 

companies 4 the tractors at home and also to the USA and 

Europe. M&M has 270 5 in the USA. Now the company 

also plans to 6 factories in China. 



Listening 1 0 



II Sam and Alexa work for a training company. Listen to their 
telephone conversation. How many people are on the course? 



B Listen again and choose the correct option a-c to complete the 
sentences. 

1 John Jacobs works for a Lorca b Lorco c Lorko. 

2 The company makes a vidco b DVD c MP3 players. 

3 Project Playa builds a houses b offices c hotels. 

4 Sanja Bcrkovic works for a ZCP b ZKC c ZKP Industries. 

5 It has a 19 b 90 c 99 employees. 

H Put the words in the correct order to make sentences fforn the 
listening. Listen again and check. 

1 speaking / Sam / Hello, / Reynolds Hello, Sam Reynolds oeaking. 

2 Lorco / say / you / Sorry, / did ? 

3 right / that’s / Yes, 

4 please / spell / you / Can / that, ? 

5 say / again, / please / you / Could / that ? 

6 your / help / Thanks / for 
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Language check i Present simple negative, question and short answer 



Study the examples and complete the sentences in the table. 

a Do Luxottica make glasses? b Yes, they do./No, they don’t. 



c Does he have four children? f Yes, he doe- / No, he doesn’t. 



1 IJlla works in Lisbon. Ulla doeen’t work in Liebo- 

2 Thc company has 200 employees. 

3 We make computers. 

4 Alice and Cheung sell mobile phones. 

5 Kyle organises conferences. 

n Complete the conversation with do, does, don’t or doesn’t. 

A 1 22 you work for Westfield Electronics? 

B No, I 2 I work for Danemart. 

A 3 Grace Davies work for Danemart? 

B Yes, she 4 Shc works in the marketing department. 

A s your company manufacture televisions’ 

B No, it 6 . It makes radios. 

C1 Look at the information about Ottwell and complete the 
questions with Who, How manij, What or Whcre. 



Speaking Work with a partner. Student A tum to page 137. Student B tum to 
page 141. Take tums to ask questions and complcte the information. 



c What do Luxottica sell? d They don’t sell bags. 



g Where does he live? 



h He doesn't live in Paris. 




mBKSKBKKBnBBSm 

I/you/we/they [verb]? 
he/she/it [verb]? 



I/You/We/They 1 [verb]. 

He/She/It 2 [verb]. 



What 3 _ 
Where 4 




Short answe 







■ - : ■: • 

6 he/she/it [verb]? 



I/you/we/they [verb]? 



Yes, I/you/v\-/they 7 
No, I/you/we ^they 8 




Yes, he/she : 9 . 



No, he/she/i* 10 



^SIt) For more information, see page 158. 



Practice Q Make these sentences negative. 



1 



does the factory manufacture? 
does Ottwell have factories? 
people does the company employ? 
does the company sell to? 



shoes 

Turkey 

180 

luxury shoe shops 




2 



3 



4 
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Language check 2 AltlCleS: fl/O/7 and the 

Study the examples and complete the rules below. 

a Luxottica is an Italian company. 
b The company’s next big challenge is Ckina. 
c The c hairperson is Mr Del Vecchio. 



1 We use or to say generally what someone or something is. 

2 We use when the listener knows the person or thing we refer to, 

or when thcre is only one person or thing. 

^§1 For more information, see page 158. 

Practice Complete the sentences with a, an or the. 

1 Clivc works for '± bank in London. Queen of England 

banks there. 

2 Jardin Care is Canadian company and headquarters are 

in Toronto. 

3 I can meet you at station or you can get taxi. 

4 Wavetel is big 1T company with three finance directors. 

Geraldine is finance director there. 



r i 

Working English Numbers can be important when we exchange information about a ompany. Some 
numbers sound similar, so it is important to speak clearly when sayng numbers. 

A word can be divided into syllables (the sound parts of a word). 
four / teen Jor / ty 

In English we often say one syllable more strongly. 
fourteen fort y 

To check information, ask: '40 - is that four, zero?' or '14 - is that ne, four?' 



Listening 2 © 



O Listen and repeat these numbers. 



12 


ao 


13 


30 


15 


50 


16 


60 


17 


70 


18 


80 


19 


90 


100 


119 


200 





© Q Listen and put a circlc round the numbers in exercise 1 that you 
hear. 



© O Listen to six sentences and write thc number that you hear in 
each one. 

1 2 3 4 5 6 

Speaking Work with a partner. Write five numbers between 1 and 200. Take 
turns to say your numbers to your partner and write the numbers 
that your partncr says. Use phrases to check information where 
necessary. Compare and check together and correct an\ mistakes. 

5orry t did you eay 13 or 30? Could you eay that again, please? 

163 - ie that one , eix t three? 
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Career skills 



Sometimes we talk about our company's activities in a p rfessional or social 
situation. Look at these ways of describing what your cc npany does. 

a The company is called / It's called [ICIJ. 
b It’s based in [Toronto]. 
c It has offices/ factories in [PolandJ. 
d It's a [manufacturing] company. 
e It makes / sells [cars]. 
f Itemploys [250] people. 



■ 






Match the questions with the phrases a-f above. 

1 What type of company is it? 

2 How many employees does it have? 

3 What is the company called? / Who do you work for? 

4 What does it do? 

5 Where is it based? 

6 Where are its factories? 

Listening 3 © Q Usten to Miles Norton answering questions about his company 
and tick (/) the phrases a-f above that he uses 

H Read the infbrmation in the notes. Listen agam. Tick (/) the 
information that is correct and change the information that is wrong. 



| | Company name: Riva 

□ Type of company: manufacturing 
lt sells: art and photographs 

□ Numberof employees: /25 

Q Based in: Munich 

□ offices in: Madrid, Paris 




Working English 






Conversation is easier when your partner responds to what you say. In the 
conversation, Laura responds by asking questions. She al o responds by making 
comments about what Miles says. 

I don't know Riva. Ah! That's interesting. OK. Re :lly? 




Work with a partner. Use the information to ask questions about 
your partner’s company. Then answer your partner’s questions 
about your company. Student A tum to page 138. Student B tum to 
page 142. 
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Dilem 




Dilemma: Which company to buy? 



Brief 



The Van Hoog Group has manufacturing, retail and service 
businesses. Peter Winston, the CEO, wants to buy another business 
for the group. There are two companies that he is interested in. He 
wants two teams to work togcther to decide which company to 
buy. 



Task 1 

Work with a partner. Pair A turn to page 138. Pair B turn to page 
142. Prepare to give a short talk to another pair. Usc phrases from 
Career skills to help you. 

I’m here to talk about a company called ... 



Task 2 

Work in groups of four (Pair A + Pair B). Talk about your company. 
Then take notes about the other pair’s company. 



Task 3 

Look at the information 
about the Van Hoog 
Group. Discuss which 
company, WBH 
Electronics or Fast and 
Fresh, to recommend to 
Pctcr Winston. 



Useful phrases 



Van Hoog has a / doesn't have a ... 

I prefer ... because ... 

I think it's a good idea for Van Hoog to 
buy ... because ... 




ecision 



Decision: 



(«) Listen to investment expert 
Lars Morgan explain which 
company he recommends. Do 
you agree with hts decision? 



V2n Hoog Group 



Exampies of companies owned by Van Hoog Group 

Service companies 

Dean Research - market research company (New York) 

Quick Cafe - hamburgers and sandwiches to office workers (London) 

Retail companies 

Esmcy Fashions - 
Mordon Organics - 

Electronics companies 

Victor Electromcs - produces computers (Taiwan) 

Enko Trading - makes parts for digital radios (Tokyo) 



clothes rctailer (Hong Kong) 
chain of food shops (London) 



Write it up 

Write a short email to Peter Winston to say which company your 
group recommends. Give some information about the company. 

Qear Mr Wln&ton , 

We recommend the Van Hooq Group b>uy& ... 

Itiea ... company ... 
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Review 1 



I Language check 

to be ; Articles 

Complete the conversations with the correct 
fbrm of to be or with a/an or the. 

1 A you Desmond Drake? 

B No, I’ Howard Drake. 

2 A Sabine and Martine from France. 

B That’s right. Sabine from Paris. 

3 A you and George American? 

B No, we We’ British. 

4 A Hclma designer? 

B No, she . She's engineer. 

5 A Ravi and Ali accountants? 

B Yes, they They work in 

finance department. 

Present simple affirmative 
Choose the correct words in italics. 

1 Jacob live / lives in Manchester. 

2 I work / works in the city centre. 

3 We catch / catches the 7:50 train to work. 

4 She eat / eats lunch in the staff restaurant. 

5 You have / has eight members in your team. 

6 He leave / leaves work early on Monday. 

Present simple negative and question 

Make these statements into negative 
sentences (-) or questions (?). 

1 Luxottica makes glasses. (?) 

2 The CEO lives in Germany. (-) 

3 They have offices in Tokyo. (?) 

4 We manufacture Porsche cars in India. (-) 

5 You work in the USA. (?) 

6 Fiat employ 12,000 people. (-) 

7 I have Hani’s address. (?) 

8 Mr and Mrs Sanz live in Berlin. (-) 



Frequency adverbs 

Tick (/) the sentences that are correct. Correct 
the wrong sentences. 

1 Francis has a meeting on Friday always. 

2 We usually have lunch n a cafe. 

3 Kelly often is late for work. 

4 I leave the office never at six o’clock. 

5 The CEO is always in his office at 8:30. 

6 They have sometimes a video conference in the 
morning. 

7 We go to often team meetings. 

8 Josh and Mia listen to . ther people’s opinions 
never. 

Consoiidation 

Choose the correct words in italics. 

Franco Martinez ‘are / is the CEO of Webplan, and 
it is 2 a / the successful intemet company. Webplan 
3 emplo-ys / employer 5,000 people in Asia and 
Europe. Mr Martinez 4 always / does arrives in the 
office at 8am. He has a glass of water because he 
^not / doesn’t drink tea or coffee. Then he ^read / 
reads his emails. He has a meeting with 7 a / the 
marketing department at lOam every day. He 
doesn’t often S has / have lunch. He has a 
sandwich at his desk. In *the / an afternoon he 
meets the design team. The employees at Webplan 
never ‘°don’t work / work after 6pm. 
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I Vocabulary check 

Q Complete the sentences with a country or 

nationality. 

1 Mariella is from Barcelona - she’s 

2 Apple is an Amcrican company. It’s based in 

3 Serona is an company. It has 

offices in Rome and Milan. 

4 Wei and Fang are . Their home is 

in Shanghai. 

5 Elena is She has an apartment 

in Moscow. 

6 I often visit France on business, but I don’t 
speak 

7 We have business contacts in Sao Paulo in 



8 Many businesses have offices in 

Delhi. 



n Complete the text with these words. (The 
first letter is given.) 



manufacture 

products 

sales 






staff 



SMtW 






manufacturing 

production 

sells 

produces 



Vinway International is a 'm and retail 

company. It 2 p electrical equipment 

and it 3 s its 4 p in shops in 

Europe and Asia. We 5 m digital radios. 

We have a good 6 p dcpartment and 

7 s department. We are a small 

company with good managers and *s . 



Career skills 



Introducing yourself 

Q Put the words in the correct order to 
make questions. 

1 you / from / are / Where ? 

2 company / with / you / What / are ? 

3 do / you / What / do ? 

4 your / name / What’s ? 

Q Use the questions above to complete the 
conversation. 

1 

Diego Rossini. 

2 

Brazil. 

3 

I’m a human resources manager. 

4 

Hemingway Consultants - it’s an American 
company. 



Introducing others 
Match the sentence halves. 



1 This is 

2 Pleased to 

3 Jan is 

4 She works in the 

5 She’s in charge of 



a a designer. 
b art department. 
c the desien team. 
d Jan Carlton. 
e meet you. 



Company information 

Complete the information with these 
phrases. 

It employs It’s a It’s based in 
It sells The company is called 
It has offices tn 



1 

2 

3 

4 

5 

6 



Raven Ltd. 

Bristol, in the UK. 
Europe and the USA. 
retail company. 
clothes. 

120 people. 
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The paperless office 

PAGE 35 

Prepositions of place; the imperative 

PAGE 37; 33 



f,;:, 

Dilemma: An office move 

PAGE 40 ! 



www.economist.coni 



Mmm 



A place to work 







Keynotes 

We can use the word office to descr: e the building 
that a company is in or an individua. room where 
employees work. Many workers share an office or have 
a desk in an open-plan office. Moden technology now 
makes it easier for people to have a home office, so 
our work life and home life are close- than ever before. 



■H 



Unit 4 
Offices 
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Q Label the offices with the words in the box. 
modern open-plan shared traditional 

Q Discuss the questions. 

What kind of desk do you work at? Is it similar to any of the pictures above? 
Which of the offices would you like to work in? Why? 

H Arc you the kind of person who likes a tidy place to work? 

Do the questionnaire about offices. 




Speaking Do you agree with the analysis on page 145? Why?/Wh\ not? 



Reading Q Read the article on the opposite page. Choose the sentence a-c 
that best describes the main point. 

a All employees have tidy desks. 
b A tidy desk isn’t always important. 
c We don’t like desks. 



34 ■ Unit 4 



0 Read the article again and answer the questions. 

1 What things made from paper does the writer have on his desk? 

2 What is next to the keyboard? 

3 Where do workers usually put their documents? 

4 How much time do people with untidy desks spend looking for things 
each day? 

5 How many types of worker does the article mention? 

6 What are the disadvantages of being a ‘filer’? 

7 What are the advantages of being a 'piler’? 

8 What should you do next time you tidy your desk? 




A tidy desk? 

The paperless office 



Leavc my desk alone. It works 

1 T ’m writing this artidc at my desk. It 
1 isn’t a tidy desk - there are lots of 

things on it (books, brochures, files, 
notepads and ncwspapers). There are six 
pens and some documents next to the 
keyboard and there’s a printer undcr my 
chair. It isn’t a problem, and therc are a 
lot of desks like mine in The Economist’s 
offices. 

2 But in many companies ifs very 
important to have a tidy office. Some 
companies say that workers can’t leave 



documents or paper on their desk at the 
end of thc day. Employees put all the 
documents into filing cabinets or 
drawers. Experts say that a person who 
works at an untidy desk is not organised 
and spends about one-and-a-half hours 
a day looking fbr things. An organised 
worker always has a tidy workspace. 

3 But is that true? Research shows that 
there are two types of worker. The first 
type is the ‘filef. They receive a 
document and immediatciy file it. The 



Glossary 

expert (n) a person who knows a 
lot about a subject 

research (n) the study of a subject 
to find new information 

disorganis ed (adj) not organised 
current (adj) happening at the 
moment 



second type is the ‘piler’. They have piles 
of paper on their desk. Who do you 
think can find things quickly? The 
answer ma\ surprise you. 

4 Worker> who file everything have a 
tidy desk, but they file too much. There 
are two ma n problems with this. First, 
the files an filing cabinets take a lot of 
space in the office. And second, there are 
so many files that it takes time to 
remember where a particular document 
is. 

s Now let n look at ‘pilers’. They often 
have an untidy desk, but they aren't 
aiways discrganised. Some experts say 
that a bus> desk helps ‘pilers’ to think 
about curre t projects and makes it easy 
to find documents. 

6 So next ime you tidy your desk, stop 
and think. Perhaps an untidy desk 
makes it ea ler to find thingsl ■ 



Thc 

Econnnmt 



Speaking D Which kind of worker are you - a ‘filer’ or a ‘piler 5 ? Why? Do 
you tidy things on your computer in the samc way? 

□ Who is more likely to have a tidy work aren - someone who works 
from home or someone who works in an oper -plan office? Why? 
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Vocabulary Q Label the pictures with the words in the box. 





5 




file keyboard shredder bookcase 
stapler envelope mouse cupboard 




printer chair 
paperclip sofa 




4 




8 




9 



10 



11 



12 



Q Match the words above with the correct circle. photocopier 




n Complcte thc sentences with the corrcct word in itn i scs. 

1 Use your printer /(gen) to write notes. 

2 There’s a problem with my computer - the monitor / shrender 
doesn’t work. 

3 Thc dictionary is in the sofa / bookcase. 

4 Put the stationery in the keyboard / cupboard, please. 

5 Do you want an envelope / mouse for your letter? 

6 I need to attach a document to this letter. Do you have a Tle/ 

paperclip? 

7 Make three copies of this document on the photocopier / <apler. 

8 Is the contract in the chair /filing cabinet? 

Speaking Choose two items from each group in exercise 2 that you think are 
most useful in an oflfice. Compare your list with a partner. 



Language check 1 PrepOSltlOns of place 

We use prepositions of place to describe where things are. 

There arefourfiles on the desk. There’s a printer under tny chair. 

Label the pictures with the words in the box. 

on next to m opposite behind under between 
near in front of 




6 7 8 9 
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Listening 1 0 



For more information, see pages 158 and 159. 



Q Listen to three people 
describing their offices. 
Which spcakcr (1, 2 or 3) 
talks about this office? 




B Complete the texts with prepositions. Listen again and check. 



1 There is a FC and a telephone 1 2H the desk. The printer is 

2 the desk. There’s a bookcase 3 the filing cabinet. 

2 My desk is 4 the door. The monitor is 5 the 

printer. All my files are 6 the cupboard. It’s 7 the 

photocopier and the bookcase. 

3 I sit 8 my sofa with a laptop. The sofa is 9 the 

door. There’s a bookcase 10 the sofa. There are two filing 

cabinets " the bookcasc. 



Working English 



Speaking Take tums to describe your own desk or office Then listen and 
make notes about your partner’s desk / office. 

There's a s ofa near the door. There are two windows. 



We often use there is or there are when we describe what s in a place. 

There is (There's) a file next to the PC. There are six pens on the desk. 

There is not (There isn't) a file next to the PC. There are not (There aren't) six 

pens on -he desk. 
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Language check 2 






Working English 



Practice 



Listening 2 0 



The imperative 

We often use imperatives to give instructions or orders. Study the 
examples and complete the rules below with don’t and to (x2). 

Positive Negative 

a Tidy ynur desk. c Don’f tidy your desk. 

b Use your pen to w rite notes. d Don’t use your pen ro write notes. 

1 Positive imperatives use the infinitive of the verb without 

2 Negative iinperatives use + the infinitive of the v erb without 



For more information, see page 159. 



Imperatives give direct information. In everyday conversation it is usually polite 
to be less direct. 

Could you tidyyour desk. please ? is more polite than Tidyyour des~ . 



Look at the signs and use 
close open turn on 



the verbs in the box to write instructions. 
prc ss switch ofif plug in 




Q Listen to Ian Lang from the IT department explaining to a 
colleague how to use a new laptop computer. Does lan think that it 
is easy or difficult to use? 

H Listen again and complete Ian’s instructions. 

1 the laptop on the desk. 

2 the laptop. 

3 the lid. 

4 the black button. 

5 the green button. 

6 a moment. 
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